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NOTES ABOUT MICROSOFT EXCEL 
 
Microsoft’s Excel software was selected because it is widely available and Windows-based.  Excel 2003 is the version used, however 
Excel 2007 can be used with this billing file although there are special considerations (discussed below).  Files created in Excel are 
managed in the same way on your computer as Word Perfect and Microsoft Word files - easy to save and easy to attach to emails.  
 
A single Excel file, with multiple spreadsheet pages, is called a “workbook” because several worksheets or pages interact with each 
other.  This Excel CJA billing workbook contains separate worksheets to make the billing process easier and more user-friendly.  
Move from sheet to sheet by selecting the desired worksheet from the tabs across the bottom of your screen (see below). 
 

 
 
Only very basic knowledge of Excel is needed to use this CJA billing workbook.  Excel is menu-driven and has helpful icons like 
other Windows-based programs.  However, normal spreadsheet functions, such as adding rows and columns, or adding and editing 
formulas, are not allowed (i.e., such functions are password protected).   
 

On each Excel worksheet, columns are labeled alphabetically and rows 
are labeled numerically.  There is a name box in the upper left corner 
of the sheet that will tell you which cell you are in.  The example to the 
right is an Excel 2003 sheet that has cell A1 selected. 
 
The example to the left (in Excel 2007) has cell B2 selected.  Move 
around in a worksheet by either tabbing from cell to cell, using the 
arrow buttons on your keyboard or clicking your mouse on the desired 
cell.  If you try to access a protected part of the spreadsheet, you will 
get a warning that the cell is protected (click OK to proceed). 
 
Because so much of your data entry will be numerical, we suggest you use the number lock on your 
keyboard so that your number pad will function like a calculator.  Data entry is then more efficient 
and accurate. 
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BILLING WORKBOOK OVERVIEW 
 
The Excel CJA billing workbook can be e-mailed to you or obtained from the court’s website.  The workbook allows multiple 
hourly and mileage rates to be recorded on a single summary page and a single voucher.  Once you obtain the workbook file, fill 
out the unchanging information (your name, firm name and contact details).  Use the “save as” function now to save the workbook as 
a “master” file that can be copied for each of your CJA cases.   
 
In versions of Excel prior to 2007, when you attempt to open the Excel CJA billing workbook, you should (if your security level is set 
correctly) get a message similar to the one shown here: 
 

Viruses are sometimes transferred through macros, so your system 
may warn you that this program contains macros. Every effort has 
been made to prevent transferring malware via this workbook.  In 
order for the program to function properly, you must select 
“Enable Macros” if you get this, or a similar message.  If you 
don’t get this message, you need to cancel opening the file and re-
set your security level as described below. 
 
 
 
 
 
 

 
To set your security level properly, open a new, blank Excel file and go 
to Tools on the menu bar, click Options, click on the tab Security, click 
on Macro Security and set the Security Level to medium, as shown 
here:  Changing this setting will NOT compromise the security of your 
PC – it is simply giving you the choice to open a file containing macros. 
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[Note:  If you are using Excel 2007, the CJA billing workbook will open without the separate security warning dialog box (shown on 
the previous page), but there will be a security warning at the top of the file, under the menu bars, as shown below: 

 
 

 
 
 

Click on the Options button and choose “Enable this content” as shown: 
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GETTING STARTED 
 
The Excel CJA billing workbook consists of several worksheets for attorney time (in-court and out-of-court), expenses (travel and 
other), a summary page and your CJA20 voucher.  Tenth Circuit required CJA Form 5 is found at the end of the workbook.  Finally, 
CJA Form 27 is included which may¸ but need not be, used as the requisite excess-fee memo for attorney fee requests exceeding the 
current statutory maximum ($5000).  The workbook opens on the header page (shown below).  The various sheets are listed on tabs 
along the bottom edge of your screen (see page 3 above). 
 
                                         HEADER WORKSHEET 

 
To begin, fill out all the fields on the Header page, 
using the tab key to move to the fields that need to 
be completed.  Entries on this sheet will 
automatically populate the same fields on the other 
sheets, including the voucher.  The information on 
this sheet does not clear when you clear the rest of 
the forms, so you only have to type the contact and 
specific case information once per case.  You may 
want to type your contact information and make 
copies of the file (using the “Save As” command).  
That way, you need only type the specific case 
information (the first five fields) for each of your 
cases. 
 
 

WARNING: 
The next four pages are the worksheets (in-court, 
out-of-court, travel expenses and other expenses).  
These sheets are not protected so that you can re-
sort by date.  DO NOT ADD COLUMNS to these 
worksheets.  It will cause formula errors on all 
subsequent pages. 
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IN COURT/OUT OF COURT WORKSHEETS 
 
Both the “in court” and “out of court” worksheets function as timesheets and are used to record the date, description and number of 
hours spent in a particular category.  The case information is carried over from the header page.  You will see a note in the column 
heading for the date (Important!) telling you to be sure that you enter the correct date because the hourly rate is determined 
automatically by the dates in this column.  DO NOT ADD COLUMNS to  worksheets.  It will cause errors on all subsequent pages. 

 
Enter the date, a brief description, the document number reflected on the docket in CM/ECF (if applicable), number of pages of record 
reviewed or pleading filed, and the number of hours into the appropriate category.  (Remember:  Billable hours are claimed in 
tenths of an hour; six (6) minutes = .1)  If you use the date format m/d/yy, the date will automatically convert to mm/dd/yyyy 
format.  If you enter the date in a different format, you will get an error message that displays the appropriate format.   
 
The “out-of court” sheet (not shown) looks and functions exactly the same as the “in court” sheet.  The only difference is the 
categories. 



Page | 7  
 

TRAVEL EXPENSES & OTHER EXPENSES WORKSHEETS 
 

The “travel expenses” and the “other expenses” worksheets will contain the basic case information copied from the header sheet.  Fill 
in the date, description, and for mileage, the number of miles traveled.  The mileage rate is calculated from the date you insert, so 
please make sure the date you enter is correct.  Remember to enter any per event charge under the description, e.g., 15¢/page. 
 

 
 

 

DO NOT ADD COLUMNS to worksheets.   
It will cause formula errors on all subsequent pages 
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SUMMARY WORKSHEET 
 
This page summarizes and totals the information transferred from the previous five worksheets (header, in-court, out-of-court, travel 
expenses and other expenses) and itemizes the hours and mileage claimed for different rates.  All cells on this page are locked.  If 
you try to enter or change any of these cells, you will get an error message.  Make any changes needed on the appropriate preceding 
worksheet.  The changes will then be reflected on this summary page.   
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SUMMARY WORKSHEET (cont.) 

 
This part of the summary worksheet summarizes all of the expenses you entered in the “travel” and “other” expense worksheets.  
Again, all cells on this page are locked.  If you try to enter or change any of these cells, you will get an error message.  Make any 
changes needed on the appropriate preceding worksheet (header, in-court, out-of-court, travel expenses and other expenses).  The 
changes will then be reflected on this summary page.    
 

  
 
 

The information on the Summary worksheet transfers automatically to the CJA20 voucher.  COURT ADJUSTMENT cells, 
columns and rows are for court use only at this time. 



Page | 10  
 

VOUCHER WORKSHEET 
 

The basic information from the previous worksheets will then 
populate the voucher.  Many boxes are locked or are for court 
use only.  The voucher has pull-down menus for the following 
fields (see circled boxes to the left): 
 

• Payment category (Box 8) 
• Type Person Represented (Box 9) 
• Representation Type (Box 10) 
• Case Disposition  (Box 21) 

 
Hours and expenses will be transferred from the “summary” 
sheet to your voucher.  With the exception of the boxes you 
must completed (e.g., Box 20) or check (e.g., see Box 22), most 
of the cells on this sheet cells will be locked – any changes must 
be made on the “in court” or “out of court” sheet (for hours) or 
the “travel expenses” or “other expenses” sheets. 
 
Box 19, the “from” and “to” dates of service, will be populated 
based on the dates you have entered on the “in court” and/or 
“out of court” sheets.  
 
As of May 2008, the Tenth Circuit does not yet accept vouchers 
by e-filing.  Please print out a hard copy of the entire workbook, 
sign and date your voucher by hand, and mail it along with any 
required itemized invoices, to: 
 
  10th Circuit Court of Appeals/CJA Vouchers 
  1823 Stout Street 
  Denver, CO 80257 
 
Please also e-mail the saved Excel workbook file (as an Excel 
2003 .xls file, not as a .pdf file!), referencing in the subject line 
the caption and appellate case number, to us at: 
CJA_Vouchers@ca10.uscourts.gov 
 

                              Thank you. 
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CUMULATIVE WORKSHEET 
 
The “cumulative” sheet is for court use in mega-cases, those that exceed 300 hours or $30,000. 

 
CJA27 EXCESS-COMPENSATION WORKSHEET 

 
The CJA 27 form may, but need not, be used for cases in which you are requesting fees exceeding the current statutory 
maximum ($5000).  You may submit either CJA27 form, or either an excess-fee memo or a pleading providing the necessary 
justification for excess compensation.  The test is:  (1) Whether the case meets the “complex” and/or “extended” criteria; (2) 
Whether payment over the cap is necessary to provide fair compensation, and (3) Whether the hours spent are “reasonable” 
and “necessary” to the tasks of this particular appeal.  CJA vouchers requesting less than $5000 in attorney fees need not be 
accompanied by either the CJA27 or any other excess-fee memo.  The CJA27 sheet is a replica of the nationally-used form and 
is provided here for your convenience.  A few of the fields will automatically populate from the “header” worksheet, but most 
require your input.  The tab key will move you through the fields.   
 
If the legal or factual issues in a case are unusual, thus requiring the expenditure of more time, skill and effort by the lawyer 
than would normally be required in an average case, the case is “complex.”  If more time is reasonably required for total 
processing than the average case, the case is “extended.”  Guidelines for the Administration of the CJA, §2.22(B) (3). 
 
To aid the court in determining if excess payment is necessary to provide fair compensation, discuss: the 
complexity/novelty of the issues and whether any of these issues were briefed at the district court; matters researched but not 
briefed; responsibilities involved measured by the magnitude and precedential importance of the case; manner in which duties 
were performed; special skills, knowledge, efficiency, professionalism, judgment and experience required of or used by 
counsel; the nature of counsel’s practice and any injury thereto resulting from the representation; any unusual pressure of time 
or other factors under which professional services were delivered; and any other circumstance relevant and material to a 
determination of a fair and reasonable fee. Id and Tenth Circuit Advice to CJA Counsel letter, at 1. 
 

CJA 5 – ATTORNEY DATA FORM 
 
This worksheet must be submitted with every Tenth Circuit appellate CJA voucher request.  The CJA payment system sorts 
payments by the attorney’s social security number, regardless of whether the tax consequences of the income are assigned to 
the attorney or their firm.  This form requires you to fill out your SSN and, if the firm should be reported to the IRS as the 
recipient of the income, requires you to provide the firm’s EIN number and contact information.  
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CONVERTING TO PDF FORMAT 
 
For the immediate future, please e-mail a copy of the Excel 2003 workbook file (.xls) to us 
at CJA_Vouchers@ca10.uscourts.gov  when you mail the voucher and supporting 
materials.  This will enable us to finish testing this program and prepare for eventual e-

filing of vouchers. 
 
However, Excel can convert the worksheets to pdf 
format if needed.  There are several ways to 
accomplish this.  If you would like to preview the 
workbook in pdf format before e-mailing, save the 
file using the pdf menu, shown at the right.   
 
 
You can also convert the workbook to pdf format for attachment to an e-mail 
without opening Adobe.  You can do this by clicking the second Adobe icon.   
 
 
 
 
 
 
 
 
 
 
 
If you don’t see these icons on your toolbar, click View, Toolbars, and click on 
PDF Maker as shown left. 
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EXCEL TIPS 
 
To make it easier to enter your time in the appropriate 
categories, Excel’s “freeze panes” feature is activated.  
This feature allows the rows with the category 
information to “freeze” on the page so that as you 
scroll down to make entries onto the sheet, you can still 
see the column headers.  If this feature is not activated, 
in pre-2007 versions of Excel, go to Window on the 
menu bar and click “Freeze Panes.”  To freeze the pane 
in the proper position, you must first click on cell A11.  
To unfreeze, click on Window and “Unfreeze Panes.” 
 
 
 
 
 
 
 
In Excel 2007, shown below, go to the View tab, 
choose Freeze Pane.  Again, you must be on cell A11 
in order for the sheet to “freeze” in the correct position. 
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You do not have to enter your time in chronological order – Excel can put the entries in chronological order for you.  In pre-
2007 Excel, highlight all the rows and columns that contain data by clicking on the first row number (row 11) and dragging 
down to the end of the entries.  This should highlight the entire row with all the data as shown below.  Click the “Sort 
Ascending” button on the toolbar and the program will sort the entries in ascending order, using the first column (the date 
column).   

 
 
 
 
The data will automatically be sorted into the correct order: 
 

 
 
 
 
 
 

Important!  You must select the entire row in 
order to keep the sorted data together.  If you 
select just the dates, Excel will only sort the 
dates – the categorized hours will not be sorted.
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In Excel 2007, highlight the data in the same manner, go to the “Data” tab and again, choose “Sort Ascending.” 
 
 

 
PRINTING 

 
Last, but not least, when you want to print 
the entire workbook, you need to choose that 
command in the print dialog box.  Otherwise 
you will get a printout of the default 
selection, only the active page (the page you 
have showing on your screen.) 

 
 

Important!  You must select the entire row in 
order to keep the sorted data together.  If you 
select just the dates, Excel will only sort the 
dates – the categorized hours will not be sorted.
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SAVING THE WORKBOOK FILE 
 
Remember to rename the file (using the “Save As” command).  
We suggest for ease in finding it again that you name the file 
using the client’s name and appellate case number, e.g., 
 
 J E Belmont appellate CJA billing file, 08-4567.xls   
 
NOTE:  If you are using Excel 2007, the Tenth Circuit 
requires that you save the file in Excel 2003.  To tell if a file is 
saved in “compatibility mode,” the file will have the .xls 
extension.  If the file is saved in Excel 2007 the extension will be 
.xlsx. 
 

 
CLEARING THE WORKBOOK FILE 

 
There are two buttons on the “header” sheet that will allow you to 
clear either the entire workbook (i.e., all the worksheets) or just 
your time and expenses. The vast majority of the time you will use 
the “clear all worksheets” button.  Once the sheets have been 
cleared, they are ready for new entries for your next submission.  
The “clear all worksheets” button does just that – it clears every 
sheet, including the cumulative sheet.   
 
You would only use the “clear time and expenses” button in the extremely rare 10th Circuit instance that the court has agreed to 
process interim vouchers – you won’t have to re-type the information on the header sheet or on the CJA27.   

 


